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This Planning Sheet will help you work out the details for your first dmSwitchboard12 Plan. You can use it to collect basic information about how you want the Switchboard to work within your organization.

1 Completing this form

In this section, we tell you how to complete this form, what we need to know and how long it should take you.

1.1 Don't worry, our dmSwitchboard12 Pro can manage the setup and answer your questions
We have included twenty-five minutes ProTime with your dmSwitchboard12 purchase. We believe that is more than enough time to set up your installation and answer any questions that you have about the dmSwitchboard12 controls or how your company can reap the biggest benefits following setup.

1.2 It should only take you around 10 minutes…
It should only take you around 10 minutes to complete this form. We don’t want you to agonise over it and it doesn’t matter if you are unable to complete all of the questions. Fill in what you can and then return it to Support as an attachment to your Welcome Email.

All ProTime advisors have been fully trained and certified by dmClub. We know that they will not only be able to set up the dmSwitchboard12 for you in an average of 20 minutes (depending on the complexity of your requirements), but they will also be able to give you sound advice so that you can use it in the most efficient and cost-effective manner.

1.3 About this form

This form is divided into two parts. You should complete the blue sections on the left hand-side.
The orange headings give an example of the type of information we want and it has been completed for a fictitious copywriting services company. The table automatically expands as you type into it so you can provide a full description.
1.4 Confidentiality

This form is completely confidential. It will be held for training and quality assurance purposes and will not be disclosed to any third parties for any purpose.

1.5 Returning this form

Once you have completed this form, return it to Support as an attachment to the Welcome Email that was sent to you previously (that Ticket was called: PRO-SB-ISU_Session_Welcome).

If there are any problems that prevent your ProTime Session from being scheduled, Support will contact you to resolve them.
2 Your details

Put your contact details in this section

	Complete this column
	This column provides an example

	Contact Name

	Contact Name

John Wordsworth

	Company Name


	Company Name
Words, Words, Words!

	Phone number for the ProTime session


	Phone number for the session

01462 889108

	DM Club ID: You use this ID to log in to your DM Clubhouse


	DM Club ID
John@WWW.com

	DmSwitchboard12 Account
(You can find this on the logo for your switchboard. It is a number in the format nnn-nnnn)


	DmSwitchboard12 Account
004 0055


3 Introducing your organisation and its aims
Use this section to tell us about your organisation.
	Complete this column
	This column provides an example

	What are your working hours?

	What are your working hours?

We are open Mon-Fri (except English Bank holidays) between 8.30am and 5.30pm

	In your organisation, who needs to be connected to the dmSwitchboard12?

	In your organisation, who needs to be connected to the dmSwitchboard12?

There’s:

- John Wordsworth (a f/t writer)

- Millie Fraser (a p/t writer and administrator)
- Jenny Croft (a p/t administrator).

	Describe your organisation and how you would like the dmSwitchboard12 to help your business.

	Describe your organisation and how you would like the dmSwitchboard12 to help your business.
John Wordsworth used to work from home and used his mobile phone as he did not want to give out his home number.

He took on a part-time copywriter, Millie, and a part-time administrator, Jennie, as the business is growing.

They both work from home and the company needs to have an integrated telephone system so that it not only looks professional but also so that staff can cover each-other during meetings and non-working times.
Words, Words, Words! is going for some bigger accounts and wants to look more "corporate".


4 Working with your dmSwitchboard12 - optional
This section is optional. Only complete it if you think that it will help us understand your business better.
	Complete this column
	This column provides an example

	Do you have any initial ideas about how you would like your switchboard to work?


	Do you have any initial ideas about how you would like your switchboard to work?

Words, Words, Words! want four numbers: one for each staff member and one for ‘General Enquiries’.

These personal numbers to be directed to the PCs (except for Millie, hers goes to her mobile).

If a person is away from their PC, the call should redirect to their mobile. If they are not working, direct to a colleague’s main phone.

	Do you have any dmConnect numbers? How do you want to use them?


	Do you have any dmConnect numbers? How do you want to use them?

We currently have four dmConnect numbers and want to use them as described above.


5 List your Teams, Departments, Divisions or Queues
	Complete this column
	This column provides an example

	What are your teams, departments (or divisions or queues. Your organisation may call them something different) called? Briefly describe what they do.

	What are your teams, departments (or divisions or queues) called? Briefly describe what they do.
General Enquiries team handles general calls (we need dmAnswers to cover for Millie when she is not around)
Admin’ handles bills, accounts etc
Copywriters handle new sales and liaise with our existing customers about the projects that we are currently working on.


6 List full details for your people

Note that you can add more lines to this table if you need them.
	Name
	Email and phone numbers
	Teams
	Communication notes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Name
	Email and phone numbers
	Teams
	Notes

	John Wordsworth
	John@Wordsworth1234.co.uk

Mob +44-7711-000-333
	- Administration
- Copywriters
	Full time
Wants VOIP WebPhone

	Millie Fraser
	Millie.Fraser@gmail.com
Home: 01462-777-888
	- Copywriters
	Part time (09:00-13:00) writer
Redirect to Mobile

	Jennie Croft
	Jennie@Wordsworth1234.co.uk
Home: 01462-777-999
	- Administration
 -General Enquiries
	Mon-Thu (09:00-15:30)
Wants VOIP WebPhone, has good ADSL at home.


7 Scheduling your ProTime session

We want to schedule the ProTime session at a time that is convenient for you. We are able to hold the sessions Monday to Friday at any time between 9.00am and 6.00pm. Sessions begin on the hour and half hour.
In the spaces below, give three times that you would be able to have a ProTime session. We will do our best to meet your first choice.

	First Choice: 
	Date: 
	Time: 
	

	Second Choice: 
	Date: 
	Time: 
	

	Third Choice: 
	Date: 
	Time: 
	


Once a ProTime session has been scheduled, we will contact you by email Ticket and ask you to confirm the appointment.

7.1 Terms

Terms and Conditions apply to the ProTime session.
Please see http://notes.live.dmclub.net/5096
8 Do you have any questions that we can answer during the ProTime session?

	Type your questions into this column
	Sample Questions

	
	Question1
What happens to my VOIP if my ADSL goes down?

	
	Question2
Can I buy phone numbers outright?

	
	Question3
What tips do you have to help us work as a team that gives polished impression to outsiders?

	
	Question4

How easy is it to add another member of staff?

	
	Question5

How reliable is your service?


9 Internal references
	Ticket Number:
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